COGNOS PENDING REPORTS
REFERENCE GUIDE




Table of Contents

Summary 3
1. Weekly Detailed Timely Pending Reports-Cognos 4
A. Viewing and Printing the Detailed Timely Processing of Medical Applicant Determinations
Report 4

B. Running the Detailed Timely Processing of Medical Applicant Determinations — Adhoc Report

8

C. Viewing and Printing the Detailed Timely Processing of Medical Applicant Redeterminations
Report 8
D. Running the Detailed Timely Processing of Medical Applicant Redeterminations — Adhoc

Report 9

COGNOS Pending Reports Reference Guide
Release Date: April 13, 2012 2|Page



Summary

The purpose of the Cognos Pending Reports Reference Guide is to provide County and Medical
Assistance (MA) site staff a process on how to access, view and print the Detailed Timely Processing of
Medical Applicant Determinations and Redeterminations Reports in Cognos.

The document provides a step-by-step process to access the detailed pending reports in Cognos. The
reports should be used to process Initial and Redetermination pending applications assigned to the
County and MA site.

The Detailed Timely Processing of Medical Applicant Determinations and Redeterminations Reports
allow eligibility site staff the ability to view cases by County Office, County Worker, number of days
pending, number of days overdue and the pending reason.

County and MA sites should use the information to ensure timely processing of pending medical
applications and reduce the number of cases from exceeding processing guidelines.
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1. Weekly Detailed Timely Pending Reports

Every Monday, a designated County or Medical Assistance staff will follow the steps outlined in the
Cognos Pending Reports Reference Guide to pull and print or save a copy of the weekly detailed
pending reports, so the site can determine which cases need to be prioritized and worked on.

A. Viewing and Printing the Detailed Timely Processing of Medical Applicant Determinations
Report (the report runs weekly on Sunday)

1. Click on “CBMS Cognos”

/= ™My CDHS - CBMS - Microsoft Internet Explorer provided by Health Care Policy and Financing — 1ol =]
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i Favorites | i @] Web Slice Gallsry -
T4 My COHS - CBMS I I 3 - B - (=) g=h - Page - Safety - Tools - -

[ ___mycpus W =~ om T  Training T  User |
CBMS CCcCcap CO Works Employment First Food Assistance |

EJ colarado.gov Wersion 4£.0.64132
- iR .

The Department of Health
Care Policy and Financing

CBMS

CBMS Users

CBMS Web
Document Index
Link to new documents
posted within the last
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2. Enter your CBMS Cognos user ID and password
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3. Click on the “Application Reports” folder for Initial applications
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| Modified -
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4. Click on “Detailed Timely Processing of Medical Applicant Determinations”

e Report is available in PDF format

i 4fr

Public Folders - IB™ Cognos Connec!
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[ | Public Folders My Folders |
L
Fublic Folders = Application Reports cX BN B & B K B2 X = g
Entries: [1 - s L] >
| | Name < | Modified > | Actions
- 3 CDHS Timelv Reports - Old Movember 12, 2011 4:35:39 PM More...
Aging Report of Untimely Determinations - Mew Medical 11 o - e
— A e March 4, 2012 1:11:16 PM D B More...
Aging Report of Untimely Determinations - Mew Medical 11 o - e
L= Applicants - Statewide Summary March 4, 2012 1:11:16 PM D B more...
Applications and Requests For Redsterminations That Were 11 < ke
L Considered Incomplete - Countw and Cffice March 4, 2012 1:11:13 PM I @ B More...
Applications and Requests For Redeterminations That Were 11 - 4
= Considered Incomplete - County, OFfice, Unit, User March 4, 2012 1:11:12 PM D B more...
Applications and Reguests for Redeterminations That Wwere 11 7 e
L= Considered Incomplets - Statewids Totals March 4, 2012 1:11:13 PM & @ B tore..
— March 4, 2012 1:15:56 PM ) & BY More.
— March 4, 2012 1:15:56 PM ) & BY More.
— March +, 2012 1:15:56 PM [ 5 BY More. b
— March 4, 2012 1:15:56 FM &) & BF More...
— Detailed Timely Processing of Medical spplicant Determinations March 11, 2012 2:05:490 PM X & BY More...
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5. Alist of new cases for all sites that are pending is created for the user to view
® Report can be printed or saved

£ oA n
E!;Kee this wersion * | % ':% Al ™ - Bndd this report + @Watch new yersions

® [eee - i = [ i[Fm -

About

it Determinations

¥ add comments

=
Detailed Timely Processing of Medical Applicant Determinations T
S
Last Modified On: Mar 11, 2012
tagh Aaet
iy Duein
Cument Frogrem Appikcation
Assigned Case. Head of Howusehold Applcation | Grou) Program | Apelcation Create: Created g Case Application Rescind & ok
Ofce fame | Un Mame User Mumher Fame: Humber [ung; stms Date Date. ‘:up(-n-n J‘: St Pending fussson “Source Dane Days
L] PE 14/29/2000 | 04,06/2000 3| P Walk-in 798
the aliowable limt
B 3 om/12/2011 | om2ey2001 212 P [notareqd wakk-in 167
member for FM, check
eligibility for FM/CH on
corgenion case.
i B ou/a0y2012 |01 /myzonz 51| o8 |pendng Enmiiment Fee. Special -
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e PE OH0L2012 | 02152002 x| op Walk In 3
Ten FE COL/012 | 02N 35| OF |pendng ncome verflication | Walk-in ]
HED PE 02062012 | 02082002 3| 0@ |Onmedican Spectal 1
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e 3 W0G01Z | D2ONIEIE 34| ©F |EDEC ot run on s case | Special [
Actian
vl 3 oa/oay2012 | 0zmevzo0z 3| o8 |EDBC Aot mnom thscase | Specisl
actian
b PE 0152012 | 02/E202 25| oF |case incomplete for this. Walk in 20
[y
b Em PE 02/25/2012 | 02/23/2002 25| o | case incomplete for this walk-in 20
[y
5| PE 022472012 | 02272002 16| OF |case incomplete for this Walk-in
[y
B PE 03/24/2012 | 02/27/2002 16 OF |case incomplete for this Walk-in 29
[y -|

|Done ’_’_’_’_’_m fag ¥ Internet | H100% - g

Note: A negative number under the “Due in # of Days” column represents the number of days the program has exceeded processing
guidelines (the program may also appear on the EPG report)

6. Click on the printer icon to print the report or the floppy disk icon to save the file
*** make sure to only print the cases belonging to your site***

B. Running the Detailed Timely Processing of Medical Applicant Determinations — Adhoc Report
by site
1. Inthe “Applications Report” folder, click on “Detailed Timely Processing of Medical
Applicant Determinations — Ad hoc”

gl 1
LS Public Folders My Folders |
CHEN B @ B! % B @& 5 i 0
Entries: Il— - IIS— (] Lol

Eublic Folders = Application Reporks

| | Name & | Modified | Actions

[T 3  COHS Timely Reports - oid Movember 12, 2011 4:35:39 FM More...

[l Aqing Report of Untimely Determinations - Mew Medical Applicants - County Cetail March 4, 2012 1:11:16 PM D B More. ..

[l Aging Report of Untimely Determinations - Mew Medical Applicants - Statewide Summar: March 4, 2012 1:11:16 PM D BY More. ..

- Enggu:j‘ctat:::j gl;\gcl:eguests for Redeterminations That Were Considered Incomplete - March 4, 2012 1:11:13 PM D B vare...

— %‘Ww‘ﬁ March 4, 2012 1:11:12 FM (D BY Mare..

- gtatlggitéc:?:tg‘ljsne uests for Redeterminations That Were Considered Incomplete - March 4, 2012 1:11:13 PM D B M.

[l COHS Application Processing Timeframes - County Detail March 4, 2012 1:15:56 P & D B More.

— March 4, 2012 1:15:56 PM (D B More. .

— March 4, 2012 1:15:56 PM D B more. .

[l March 4, 2012 1:15:56 P D B more. .

[l March 11, 2012 2:05:40 PR D B More. ..

[ P Detailed Timely Processing of Medical Applicant Determinations- &d hoc March 8, 2012 1:08:36 PM [ )59 More...

— Expedited FS PE and FS AP or DE March 12, 2012 5:04:30 AM D B More..

— Federal Statistical Report Applications - Applications by Program March &, 2012 7:16:15 PM (D B More. .

— Eederal Statistical Report Applications - Applications by Program - All Counties March 6, 2012 7i116:15 PM q:D E?f Mare, .. :I
| [T T T [ G meemet [#100% -~

—
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2. Complete the required fields on the Prompt Page and click Finish to run the report

Prompt Page
Office Name
* [adams - HSB =l
ALAMOSA
ARAPAHOE
ARCHULETA
BACA
BENT
BOULDER
CHAFFEE
CHEYENNE
CLEAR CREEK
CONEJOS =l
Unit Name Current Assigned User
* [cw/FamMed- =*[m: B
(T
I
W
W
W
[T
W =~

Select all Deselect all

e

3. Areportis created of all new pending cases currently assigned to the selected site
e Report can be exported, saved and/or printed

(=) ksen this version + 7- - i - [ add this report | [,

Detailed Timealy Processing of Medical Applicant Determinations- Ad hoc

Last Modified On: Mar 14, 2012

Aged
High Lewvel Days Due
Current Head of Pragram App (day in #
Office Unit Assigned Case Household | Application Group Program | Application | Application Created [63] Case Pending Application | Rescind of
County | Hame Mame User Mumber Mame Mumber (HLPG) | Status Date Create Date | by (User) | old) | Status | Reason Source Date | Days
F1 PE 08/15/2008 | 08f20/2008 1307 | oF | pending walk-in 1262
help desk
ticket
Fi1 PE 01/z0jzmz | osforfzo1z 54| PE | missing widalk-in -9
verif, Ses
checklist
CH FE ozfo3fzolz | 0zfoEiz012 40 FE Mot Walk-in S
receiving
S0%
FM PE 0zj03i2012 | 0zj0Eiz012 a0 | PE | pending walk-in 5
income
wverification
Fi1 PE 02/07jz0z | 0zferizonz 36| PE | pending widalk-in l
income
wverification

| = - T e B : | llll

= Top #= Page up ¥ Page down X Bottom

Done T3 Y tkernet [* 100 -
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4. Click on the View in HTML format icon to view, export, save and/or print the report
to PDF, XML, CSV or Excel format

Abo

1 ut
Bndd this repart

(=) Keep this version v | P
aged - in HTML Format
High Lewel Days Wiew in PDF Formak
Current Head of Pragram App {day
OfFfice Unit Assigned Case Household | Application Group Program | Application | Application Created () Case Pending E Wiews in =ML Format
County | Mame MName User Number Mame Humber (HLPG) | Status Date Create Date | by {User) B Vit in Excel 20017 Forma || G Yiew in Exced options b |5
F1 FE 08/15/2008 | 08/20{2006 ] viss n Excel 207 Formar T Thz
Yfiew in CSY Format
FM FE olfzofz2012 |03f0ifz2012 F FE TAESINg Walk-in -9
werif, See
checklist
CH PE 0zi0zf201z (0zf0sf2012 40 PE Mot Walk-in s
receiving
S0%
L

5. After selecting and clicking on the desired format, Cognos will run the selection
criteria and prompt you to open or save the file

¥ hitp:ff10.60.93. 122/ordcognosicai-binfcognos. cairb_. . . I |

File Download

Do you want to open or sawe this file >

51 Mame: ...Medical+applicant+Determinations——-ad-+hoc . s
Twpe: Microsoft OFfice Excel 2007 Workbook, 3. 4KE
From:

Open | Save | Cancel 1

I Slaaps ask befor

iy hile files from the Intsrmet can be useful. some files can potentisils
Q harm pour computer. IF vou do not trost the source. do not open or
- sawve this fle. What's the risk?

6. Click on Open to view and print the report or Save to save a copy of the file in Excel

7. If selecting the PDF format, Cognos will run the selection and display the results. The
user can follow step number 6 on page 6 of this document to Save and or Print (the
report displays all cases belonging to the site)

C. Viewing and Printing the Detailed Timely Processing of Medical Applicant Redeterminations
Report (the report runs on the 6™ of every month)
1. After logging into Cognos, click on the “RRR Reports” folder for Redetermination
applications

g Public Folders Iy Foldsrs
Public Folders FEh G g E i > e
Entries: [#5 - [en | @ 1] ][] ]
— MName Modified J> Actions
™ [ Mass Update Reports April 27, 2009 3:12:58 PrM Maore. ..
I [0 Medicaid Buwv-In February 25, 2012 9:10:37 AM More. ..
I~ [0 MEDSPAMN Reports May 26, 2008 7:29:01 A 5 pMare. ..
I @m MEDSPANS March &, 2012 10:24:03 AM Mare. ..
— [ MMIS Reporks September 27, Z007 10:54:54 Al More. ..
™ [ MNDMHReports May 26, 2005 10:25: 25 Ak 5 Mare. ..
I [ B&aRIS Reporks May 15, 2005 2:43:25 PM = More. ..
— October 7, 2008 5:55:55 PM Mare. ..
— @ March &, 2012 10:29:33 AM 5 More. ..
I [ RER Reporks Movember 12, 2011 4:37:30 PM Mare. ..
I [ Sanction Reports June 23, 2003 3:39:35 PM
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2. Click on the blue double arrow to go to the next page

 Lounch

g | Public Folders 1y Folders |
Public Folders = RRR Reports By B @ B B X =
Entries: |1 - [is L] L3 L]
—
| | Mame <> | Modified & | Actions
I 3 cOoHS RRR Timely Reports - Old Mowember 12, 2011 4:37:30 PM Mare...
Aging Report of Untimelr Determinations - Medical i
— Redeterminations - County Detail March 4, 2012 1:07:53 Pr -' 2 BY more...
e e =

3. Click on “Detailed Timely Processing of Medical Applicant Redeterminations”
e Report is available in PDF format

My Folders

EE Public Folders

Public Folders = RRFE Reporks

|
CF OBy BY 2 B X Bx B2 iR R
Entries: [ie - o o

o | A e

— | | Name & | Modified < | Actions

— CEMS auto Re-enrollment RREF State Summar: March 11, 2012 11 :4<4:08 PP O BY More. .

— CEMS Ex Parte RRR CountwiMed Site Surmmar March 11, 2012 11:44:10 PM D BY more...

[l b CEMS Ex Parte RRR CountyfMed Site Surnmary - ad hoc March 4, 2012 1:21:39 PM b O More. ..
— CEMS Ex Parte RER Countvst ite Summary= Al Counties March 11, 2012 11:44:10 PM [ More.

—r B CBMS Ex Parte RRR St March 11, 2012 11:44:11 PM D EE.* ore.

— M= CHP+ Cases Pel erifications Past Their RER Due Month March 4, 2012 1:20:17 PM & & B m

— Detailed Timely Processing of Medical Applicant Redeterminations March 4, 2012 1:22:08 PM D EEf

— P Detailed Timely Processing of Medical Applicant Redeterminations - ad hoc March 8, 2012 1:05:17 PM [l ey W =5 - More...

4. Alist of redetermination pending cases for all sites is created for the user to view
e Report can be printed or saved

(=) Keep this version *

B B-IE-

[ nd this report + [ Wateh new versions v (¥ Add comments +

- 1 te B @ [uze - = B [Fne -
» B

Detailed Timely Processing of Medical Applicant Redeterminations
Last Modified On : Feb 06, 2012

Unit Name User who Case Head of Household Cumrent

Started RRR Number  Name Assigned
User

Application High  Program Aged RRR  Packet
MNumber Level Status

Pending Reason Application  Due
Month Received Source in#
of

Approved | 1742
™M Approved | 522 | Oct-10

05/01/2007 | Generated | EDBC nof run on this case | MA-Site

09/02/2010 | Generated | Nosocial security number | MA-Sits | 463
provided

5. Click on the printer icon to print the report or the floppy disk icon to save the file
*** make sure to only print the cases belonging to your site***

D. Running the Detailed Timely Processing of Medical Applicant Redeterminations — Adhoc
Report by site
1. Inthe” RRR Reports” folder, click on “Detailed Timely Processing of Medical
Applicant Redeterminations - Ad hoc”

[LEg Public Folders

Public Folders > RRER Reporkts

My Folders |
ChHES BY & BE& | % Em B3 X (o= 5%
Entries: 16 - o (+]

| Actions

(LR L I S

| Name & | Modified <>

CBMS Auto Re-enrollment RRE State Summmary.

CEMS Ex Parte RRE Countw/Med Site Summar

¥

CBMS Ex Parte RRE County/Med Site Summary - &d hoc

v

Detailed Timely Processing of Medical Applicant Redeterminations - Ad hoc

393390039
MONEDEMEE

Cverdue RRRs Report

March 11, 2012 11:44:08 PM
March 11, 2012 11:44:10 PM
March 4, 2012 1:21:39 PM
March 11, 2012 11:44:10 PM
March 11, 2012 11:4<4:11 PM
March 4, 2012 1:20:17 PM
March 4, 2012 1:22:08 PM
March 8, 2012 1:05:17 PM

March 4, 2012 1:10:57 PM

= [E O B rore...

[ 5 B tore...

> D BY D tore..
[ More...

= IE D BE rore...
[E & B vore...
= [E O B rore...

P D B E more.,
D B more.
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2. Complete the required fields on the Prompt Page and click Finish to run the report

Prompt Page

— Cournty

Ml LTS
ARAPAHOE I
ARCHULET 2

Office Mame 1
P

CHEEMMNE
CLE&R CREEK

COMREIDS

COSTILLA |

CCurrent Assigned User

=1~

Unit Hame
F

UURUIWIA

=

Select all Deselect all

Cancel = Back Flext = Finish

3. Avreportis created of all pending redetermination cases assigned to the selected site
e Follow steps 4 — 7 on page 8 to view, export, save and/or print the report in
PDF, XML, CSV or Excel

(EL Keep this version » | - ~ [Baddthisreport ~ | [

Detailed Timely Processing of Medical Applicant Redeterminations - Ad hoe

Last Modified On : Mar 14, 2012

County | Office Uit | User who Case Application | High Level Frogram | Program AgedDays |RRR | Packst Received | RRR StatusDate | RRR, Pending Resson | Application Duein #
Name Name | StartedRRR | Wumber | Housshold Hame | dssigned Lser fiumber | Graup(HLPG) Status (day(s)old) | Month | Date Status Saurce of Days
T Appraved 43 [mar-12 Jan 31, 2012 Generated | EDBC nat runon | Walkdn 17
12:00:00 &M this case
LT approved 13 | apr-12 Mar 1, 2012 Generated | EDBC nok run on | Walkdn 47
12:00:00 &M this case

For additional assistance contact the Exceeding Processing Guidelines (EPG) inbox at
epg@hcpf.state.co.us
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